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PRREE DT FOR:  fetdng Deputy Director (idsinistration)
SR : Asenoy Howrekespins Services

HTETECHOR ¢ Ctaff Stody Dated 22 December 1953 to the scting
"/a frew the Acting Yanaremsnt Officer

1. "he referenced siufdy conteineg slmcut the identical ;roposal
included in your memorsndum of 10 fugust 1993 (Appendix 4)s In reply
to thiz propossl, our memorsndume of 12 Awmet 1953 (Apcendix %) and
19 Auguet 15°3 (Appendix C) were written, “he referenced study -oes
not conslder the questions reised in theme replies, nor cur re: onse
of 25 July 1253 to your wemorandum of 2¢ July 1953,

2, "he referenced stndy is ir error ir the followingy respacte:
£e Paragreph 2a statss thats

"The Cemeral Services Office has Arency-wide
resporsibility for the following services:

Feintine and Reproduction
Hachine ilecords

Records Yanagement

¥nil and Courder®

The above statezent 18 in error for thc followlng rensons:
1) The prirtimr and pepreducticn function for ni/r

oversens is porformed by the Technical Services
staff,
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b, Paragraph 24 is in error, in that only LL per eent of
the work perforsed hy the Maghire Records Framgh ! ‘enther
than 7§ per cent us claimed :Lrt the gtudy) is for the
Offise of the Comptroller, [Sec dppendix D)

Ce Armex ¥ of refeponced study is in error ir that only
hié positionr within the celling of the “eneral Services
¢fiice wers trapsferred to the losistice Cffice in the
renssigmment of the ¥otor Pool function, Arrex ¥ states
that 52 oelling positions were transferved, Thersfore,
the totel number of positions suthoriged under the
fleperal Services Office present ceiling is which, 25X1
less the nine epcusbered positions which the siudy
recomtends sholishing, would be | as 25X1
indicated in the study,

3. Cther comments in conmection with the study are as follows:

a, T% should b nodnted out that at ne time dwing the stndy
by the ¥ansremept Taprovemsyt Staff was the Cemerzl Services
(i{Tice contacted, In additlom, that stalf has never cor-
ducted a swrvey of Ceneral Cervices activities and therefore
is wnfanilisr wdth the workloeds, services and protlems
confyronting the zctivities of th’s Cffice, Il iz not fes-
sible for an obhjective study to be conducted ir thir marmer,
partisularly wher the sholition of specific positions is

« 2lse, peritions similar te the two adminigtrative
;Msium involyed, MF=ll and fSa7, would undouhtedly he re-
auired by the Of ﬂ.m of the f‘mﬁrﬁnﬂ and loristies 1f
the preposal in Lhe refersnced study is approved, as the
administrative detalls in connection with the nmmber of
ponit&ma ivvolyed sre extengive.

b ?’mph 2cl1) clains a velationship “eteecn the Punetior
of the Primting znd Reprodunction "vision an! thot of the
Loristics Office, inder present organizational responsibility,
there is ne suoh relatdonship, ne corfiiet, spd no duplieation
of effort,
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Aeting Deputy Tireetor (‘dministrstion) 13 Janvary 195k

Ce ‘eragraph 2¢(2) rails to recogmise an overall records
- menagement program as being separate and distipet from
methods and precedures work, Eeeards Samapenent 1o a
distinet field of sdministration in the same way that
Personnel, Finance, Loristiocs » 2nd Security are, “ach
#uch activiiy has its own techniques s mothods and proe
cedursg, It is incorrect tc assuse that there is any
deplication betweor the records napagement work and tnat
work perfermed by an Orponization and dothods Staff,
The observations of the Hoover Comiseion, as quoted in
2 Bc of this wesorandum, sre inconszistent with
the findings of the study,

4. The fourth poragraph of 3, MDISCINEION", sdmite thet two
of the three elsments, as the Acting anagement Officer
hae defined reesrds meanagzanent, do not bLelong to the
O7fiee of the Comptroller. Rowever, since records wsnage-
ment involwes surveys, it 1s his opinion that this phase
of the progras belongs to the isoagenent Inprovescn! Stafr,
Cf oourse, this represents -ivided responsibility, whieh
is universally recognised as bad organisational structure,

e, Lt the present time there ia enly one {ield activity
in Mschine Beeords, wileh is]| | an! at present
is parformins » suppert fumetion for the Logistior O{fice,

fa In view of the atove, it appears that the promises on
which this study is based are in arror and, therefore,
the conclusions rnd recosmsadations mast be ir errver,
The study represente coupliangs with the dirsetion of
your memorandum dated 10 Aupust 1953, rather than heing
ore independently undertaken and hased en sound organie
sational principles,

b, A» pointed out in para¢raphs 2a and Je sbove, 211 of the present
functions of the Sensral Services Offies are departmental, with one minor
exception, “hen the feneral Services Uffice was sstablished by the Deputy
Tirector (Administration) in August, 1952, the concept of organisstion was
to asaign depurtmental functiens to the Cemersl “ervices 0ffice arg
funetions primarily concerned with field suppert to the Logistics Offiee,
This condi%ion has not changed, The departmental ares recy ~ ¥
and a great variety of earvices in the smppert of
in Headquariers. It would som wlse Lo ecrsider renrthening of
feneral Terviees Uffice as a dopartasntal support activity either withip
or outeide the loristics Uffige, somewhat equivalent to & Post~Commander
2l least insofar as serviees support is conserned. The recomwendation for
2 separate Coneral Services 230Livity was made by the Chief of logistics
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Acting Deputy Pireeter (4ministration) 13 vanuary 1954

in his wemarandum dated 22 July 1953, by the Comptroller in his meworandum
of 29 July 1983, and by the usdiersigned in memcrandum of 25 July 1953,
fince three mejor activities under the DD/A are of the same epinion and

at leasi two of the activities are familiar with the requirements of
departmental support, it would appear that thess opinions should be riven
more welight and consideration in arriving at a decisien, “c are convinced
that if ¢ thoreugh study of the Lexlstics Gffice and the General Lervices
0ffice could be made in line with this besie prirciple, thet greater
eeonoeies than those claimed ir the referenced study could be achieved,

5. The weight of opinion of taose with whow we have diseusged this
problem is that the Logistics Offlce is already heavily burdesed in the
performance of th=ir existing funetions; and, therefore s to add additional
Tunetions to that Office withowt supervision at an appropriate level may
result in serious fallure of & number cf the activities,

6o Also to be considersd i: that the General Gerviess Uffice, as
presently erganized, has been ahle to provide more than sdequate service,
while at the ssme time acsouplishing savings during the past twelvr months
in excess of 500,000, rentimuity of operation and supervision has some
value, This value could be logt by cemplete abolishment of the fereral
fervices Uffice, '

7. For the above reasous, i% is our opinion that the #tady does not
represent a thorough investigstion ner considered opinions of the problem.
If 1t 1s the desire of the Actiny 1U/A to abelish the Canersl Services
Office, then we recommend that it be Rlaced in its entirety under the
logistics OITiee, and that the title of that Offfce be shamged to the
Office of Lopistics and Services, The economies proposed in the study '
can be over-pmphssised, and the effectivencss of the prograas, particalarly,
the reeords pregram, is of rreater izportence, Thers is no direet relation-
ship between the records progres and the funetions performed by the (ffice
of the Compteoller, in thet the O:fice of the Comptreller is primarily
concerned with financial functions and the records program has as its
objestives: {u) eoomemy in the mtilization of space, (b) ewvonomy ir ihe
utilization of suppliss and equf pment Lhrough standsrdization, and (¢}
maximum efisiemcy in the wtilisation ef refersnce material, If a rolatien-
ship does in faet exist, it can be seen from these objectives that the pro-
eram is wore related to the Logistice Offiee than to the Vifice of the
Comptroller,

) 8, If the recommend tion . centsimed in parasraph 7 shove is rct cone
sidered to be of value, it is recommended that Lhe follewine astloms be
taken in lieu of those contained in the referenced study:

a, The fpace, ¥aintenaB-e and Freoilities Jivision Lwoome
2 hranch of the ileal Tstate and Construction Piviedon,
Lopisties Offiee, 1mclusive n” Fositions Sos, :2h and ki3,

el G, iy [F
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Acting Peputy “rector {Adminictraticn) 13 Jamuary 195h

h, The Ppinting idvisery Staff and the Printine end tepro-uction
Nivision be merged and that the former hecome o staff =ctivity
of the latter under the logistlcs Uffice,

c, The Regords Services Nivision be transferred irtact with
Mivision atatus wnder the logistics 0ffice,

If the present £ notions of the Oeneral Services Uffice are te
be extended tc oversess activities in the fielde of Printing
and Repreduction ard Zecords fervices, then these recommenda-
tions should be given very serious consideration, s, under
these circumstanoes, all of the activities of the Leristics
Of fice would have Agency-wide (i.e, dcpartmental and {114}
support responsihility,

The reasone for these reco-nendztione are ze follows:

a, The scovomles recoumended by the referanced gtudy In
the Spsce, Mainbtenance and Faeilities Tivision, are ot
practical of aceomplishment because of the workload srd
preblems now coafronting this Myvision, The worklesd of
this activity will continue in its present volume for at
lesst a twelve month poricd and every individual ags!-ned
to this Tivieiop at this time is fully oceupled,

b The Printing Advigery 2teff znd the Printine and "eproinction
Division sup-lesent =ach other and the former would become
ineffective over a pericd of time in dealinp with prohlems
which would be e benefit tc the Frinting and Reproduction

25X1 Pivision =nd to the Agency as a whole, In consideration of
certain comments ty | s ‘Staff Memher of

25X1 the Joint Comumiftee on Primting, 7 believe you will agree
that the associstion of | | Chief,

Printing Advisory Staff, with the Priptine and Feprodnetion
Mwvision is of ennsidershle advantare, I the Staff is
nade a part of the Nivision, unlinited ‘enefite will wreault,

2. The Records Services Piviszion, as presently congtituted,
repracents & cofcentration of the functions dealing with
records problems of the Ageney, The Tvision ir now com-

25X1 prised of [ | authoriged ceiling positiore, 77T# i &
records apency, :nd its problems ir this field are tre-
mendous, ¥uch has been accomplished since thiz Mvision
war organized a ceuple of years aro, but a great desl
romains to he agcomplished, The reparatlon of the records
activities and thelr Aistribution in the manper reccomepded
bv the referenced study will have serious effect upon the
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Agency in this [leld, Yeeords sanarsment ir sp admin-
istrative field per se, and is recopnized 2 such
threughont indestry and Covernment, There 18 no

gemaine confliet betlween it and the functions of the
¥anerement Improvement Staffl, since thet staflf deals
with administrative funotions scross Lhe board and

does not need t¢ exerclse direot centrol over the
agtivities of this Nivision in order te meke use of

its services, The types of servicea performed hy
Records Apalysts are net in duplication of these performed
by Henspement Apalysis, as cach involves differspt tech-
ricques, knowledge, and ability., This ssme conclusion was
reached by the Boover Commission, as svidanced by the
following statement from thelr Tesk Forece Heport on
Records Management writicn in Jamuary, 19h9:

“In some ayencies, it hzs bheor assumed thst the
exiztence of more or less well-equipped planning
offices, mathode and proeedure units, or manazement-
cortrol staffs will in time at least provide the
required eopnomise znd lmprovements in records
nanacoment within the agensgy, This assumption is
not warranted by the experience in the “overmment
to date, nor is it warranted by experisnce ir in-
dustry, Fxeeptions are sufficlently limited to
underseore the fact that this sssumption is honored
more im the bresch tham in the observence,”

Ir addition, the Jachine lecords activity iz a service of

& records mamagemrnut nature and will eventually have preater
responsibilities, particularly in the field of lo istical
records, and, perhaps, in conmection with eperaticmnal
records problems. This activity is a means of earrying

out the records program and for that reason should he ree
tained az part of the Resords Services Divisien, 7t ir owr
considered opinicem that the splittiung of these activitirs
would do irveparablie hara to Lhe Apenscy-vide records prohlem,

7+ The above statemepts are honest, sincere, and objeciive, and, ve
believe, represent the thinking of those who are familisr »ith the "unctions
row performed in the Cemersl Services Uffice, To reiterate, we recommend,
in the light of the comments eomtsined herein, that the following be con-
sidered in the order in whdeh they are listed:

3. That the Cenersl Cervices Office be continued, mith the
eddition of such agiivities in the services field as are
perforeed primsrily for departamentel suppert,

-6~
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Aeting Daputy Director ( dministraticon) 13 January 1954

b, If the recommemdation iu S& is not adopted, that the
General Tervices Office be transferred intact to the
logistics Cf™ige,

s If recomrendations 9a ond 9b arc ot adopted and it is
the desire to sholish the gositions of the COffice of the
Chief, Neneral Cervices Office, while we do not censider

it wise nor ned¢essary, that the recommendatione contained
in paragraph € atove be accepted and approved,

/5

Ghjﬁlf, e (%7 : 3 4 L‘f.fic@
25X1 /5 /

Deputy Chief, Tensral Services Uffice

25X1

Lttachments:
Appendix A ~ cc memo ditd 8-10-53 fr Acting DU/K
B ~ cc memo dtd 8e12e53 to Acting D0/ fr Chf, GSC
C - cc memo dtd 8«15«53 to Aeting /8 fr chf, oSG
25X1 D - Statistical report re utiligetion of “achine
Reeords “ranch fr
~WE—CONCUR TN THF STATFMENTS AND RECOMMENDATIONS MADE IN ABOVE MFIORANDUM:
25X1
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